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INTRODUCTION

The recent influx of immigrants and refugees combined with the
expansion of jobs in business and industrv as well as public iastitutions
has created a swelling wcrkforce of limited Fnglish proficient (LEP)
adults. However, once the LEP adults do become employed, it is usually
at entry level positions. Once oa the job, the LEP worker's limited
ability to communicate effectively on a day~to-day basis with supervisors,
co-workers, and customers has a negative effect on job retention and
promotion. Job-related language training for the LEP employees is essential
for these newest members of our community to become contributors to society,
Job-specific English taught at the workplace is the most effective and
efficient solution to this urgent need.

In addition to reaching these adults when and where they need it most,
English in the Workplace (EWP) offers an opportunity to combine the resources
of adult education programs with those of business and industry to meet
this need.

This manual and curriculum guide will describe the steps in the develop-
ment of an English in the Workplace program for custodian workers, offer
methods for needs assessment, outline a curriculum, provide reproducible
hands-on classroom activities designed to practice the concepts of the curri-
cuium and to trigger teachers' imaginations, and offer general and specific
resources.,

We hope you enjoy using these materials as much as we enjoyed preparing

them and cur students enjoyed communicating with them.




Steps in Setting Up an EWP Program

In setting up an EWP program there is a general progression of tasks
to remember; however, each program will be different by virtue of tailoring
the program to each employer's needs. The following is a brief outline of
the steps to take to ensure a comprehensive program designed specificallv
to particular worksites.

1. First, of course, there must be the first contact between the
educational institution and a representative from the industrv. This can
be initiated by the industry or by the EWP coordinator from the school.

£ there are EWP programs already in place or developing, the EWP coordinator
can design a flier as a marketing tool and aggressively seek contracts in
various businese areas. (Sce Appendix A) On the other hand, because of the
quantity of limited English proficient (LEP) adults in the workforce now,
many businesses are seeking a means to improve the workers' communication
skills. Consequently, they often contact the educational institution for
help.

2. Once the contact between the EWP coordinator and management has been
initiated, contract negotiations will follow. In preparing a contract the
EWP coordinator should consider several things.

a. There are three time arrangements possible: (lasses 21i on'
paid work time, all on emplovees' time, or 1/2 paid time and 1/2
employees' time. Probably the least feasible is conducting classes
on employees' time. Child care constraints and family obligations
interfere with attendance. But employers often find it too
difficult in terms of decreased labor force t5 release emplovees
11/2 to 2 hours two to three times a week. Therefore, the half-

half situation has been a successful option.
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b. Classes slould be no less than three hours a week, held two
times a week. Otherwise value of the instructional contact is
decreased.
c. If the business employs a large number of LEP adults, the EWP
coordinator should consider the level of the students and suggest
two or three classes to accommodate differing levels of language
acquisition.
d. Providing civss-cultural training to the managers and super-
visors in conjunction with the English classes for the employees
gives the managers/supervisors tools to work more effectively with
the employees and to understand, follow, and reinforce the language
training. The two areas of training complement and enhance each
other. Supervisors become more willing to interface with their
employees and practice what they are learning. Cross-cultural
training can consist of a discussion of cultural interference
problems (an employee nodding "ves" when she doesn't understand,
cdifferent time con.epts, telephoning procedures, etc.) and how to
deal with those interferences; cultural awareness or sensitivity
exercises (See Appendix B); and a general discussion of how to
work with different cultures, maintain everyone's dignity, and
stress the cultural importance of certain actions.
e. The EWP cocrdinator needs to include sufficient time in the
contract for on-site observations, ma*arials development, and
final project evaluation.

3. The manager or industry contact informs all supervisors and emplovees of

the English language training and the cross-cultural training., (See

Appendix C)
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4. The manager or industrv contac: finds a suitable room/space for the
classes.

5. The EWP instructor and/or coordinator conduct extensive observa-
tions at the worksite, prepare needs assessments for the supervisors and the
ecmployees, and determine the communication network of the emplovees. Once
all this information is compiled, the instructor and coordinator will have an
etinography of the job site and will be able to design an appropriate

curriculum and accompanying lesson plans.

Observation Interview

(Ethnography)\\\ (Sociclogical process)
~ Analyses /

Curriculum

In conducting an ethnography the observers go into the workplace and
follow LEP employees as well as native English speaking employees. They write
down types of interactions and some of the language. They tape record every-
thing. Take copious notes. They watch non-verbal behavior and note it. They
look at the social relationships. They look for the functions of language,
grammar, cultural behavior, specific Vocabulary. Thev document all the informa-
tion about the speakers: age, ethnicity, sex, position. Thev take note of the
environment -~ is it noisy? cold? etc. The purpose is to capture the general
work environment and the people and interactions in it.

After several observations the instructor and coordinator will know the
language used in routine social interaction - where, whe: , and with whom it is
used; the language used specifically for the job - responding to instructions,

making requests; the language used for inquiring about formal procedures -
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holidays, uuions, calling in, and the language used for mobility - carrving
messages, dsing the phone, initiating conversation.

In conjunction with the observations, the instructor and coordinator
conduct oral interviews and written questionnaires of the supervisors at
the worksite. They aliso conduct interviews of the emplovees, but not on the
job.

The instructors ask the supervisors "how" questions so they can distin-
guish the processes the supervisors use in cowmunication.

i.e.: How do you retell workers when they don't understand?

How do you complain about poor workmanship?

From these 'how" questions you get "do" questions. "How" questions are
less threatening to supervisors. 1In addition to the interview, the instructor
can ask the supervisor to complete a questionnaire desiened to ascertain
. complaints. (See Appendix D-1)

Simul.aneously the instructors can iuaterview the employees, but preferably

ot on the job. The instructor needs to watch and record on the job. These
questions can be asked in a group:

* Do you speak English on the job? About what?

* What do you do if your machine breaks down?

* Who did you speak to today in English on the job? About what?

* What did you read to do your job today? Did you read the same thing

yesterday? Last week?

In addition to the oral interview, the instructors can ask the employees
to complete a reeds-assessment questionnaire. (See Appendix D-2)

Once the instructor and coordinator have gathered all this information,

. they can prepare a communications network and a grid of the language functions,
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grammar, vocabulary, and cultural points specific to the emplovee's job.
It must be remembered, also, that the emplovee has a life outside of the
workplace that impacts on his job and his functioning in that job. Thke
Englishk taught, therefore, should be within the context of his adult life
as a contributor to the work force, to his family and children, and to
society.

The communications network may look like this:

ents

Secretary Par
| Co-workers
|
(
L

Chief Supervisor - CUSTODIAN e —— S UPEIV1SOY

g N\
RN
/

7’ |
|

Studefits

N\
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Teacher

The solid lines indicate crucial communication, those people with whom
the emplovee speaks every day. The dotted lines indicate secondary commun-
ication representing occasional interaction.

Synthesizing this information the instructor and coordinator can develop
the curriculum, design lesson plans, acquire materials, and initiate classes.

The process czan be illustrated by the following visual.
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6. The instructor and coordinator pre-test the participants to
determine their level of language acquisition and their needs. For the Fairfax
County Public School project the Bilingual Vocational Oral Proficiency Test
(BVOPT) was used, but the project teachers considered it an inappropriate
assessment tool. (See Appendix E) It did not test the language and the
skills stressed in che curriculum.

7. The industry contact supplies work-related memos, floor plans,
manuals, personnel policies, annournicements, company organizational chart,
forms, tools, and anything else as requested.

8. After compiling the data from the ethrnographies, the interviews,
the questionnaires, the work-related materials, and the results of the pre-
test, the instructor and coordinator, in collaboration with industry personnel,
design a curriculum specific to the needs of the particular workers.

9. The instructor and coordinator develop appropriate materials
for the class.

10. The instructor begins the classes.

i5
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11. The coordinator provides the first cross-cultural training
seminar for the supervisors.

12. The instructor maintains regular contact with the supervisors,
giving and getting continuous feedback, asking for suggestions. S/he also
encourages the supervisors to practice what the stndents/employees are
learning.

13. The instructor and the coordinator do the "paperwork" necessary
for the prcject, including attendance reports and progress reports (See
Appendix F)

l4. Toward the end of the contract period the coordinator conducts
the second cross-cultural training seminar targeting concerns that have
arisen during che language training.

15. The instructor and the coordinator post-test the participants and
issue a questionnaire to the supervisors and a questionnaire to the students
to assegs the value and impact of the training. (See Appendix G)

16. Depending m the supervisors and the length of the course, the
business and/or educational institution can host a recognition ceremony or

a social for the participants. (See Appendix H)

17. The instructor and coordinator write a final report with information

solicited from the supervisors, students, and management and ascertained from

the post-training evaluations.
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Instructional Objectives

Fairfax County Public Schools (FCPS) Office of Adult and Communitvy
Education contracted with FCPS Office of Planning and Organizational
Development to provide Eunglish as a Second Language training to 75
custodians and other support services personnel whose first language is
not English. Based on the project teachers' observations and needs assess-
ment, the following chart of instructional objectives was developed.

Six topic areas were isolated to be developed in the curriéulum:
1) giving and taking directions; 2) making phone calls; 3) interacting
with co-workers; 4) reporting emergencies; 5) responding to criticism

and praise; and 6) understanding company policies.




TEGNIUES
{OPICS QOMPETENCY VOCABULARY STRUCTURE CULTURAL ASPECT MATZRIALS/
REFERENCS
JIVING AND TAKING Clarification questions . Please say 1t &gain, . Present . Don't say yes when you . Speaxing Lo
SIRECTIONS . Repeat - [ don't understard. . Future don’t understand. At sork.
e . Could you spesk more slowly. . Continuous « NO shame 1n not . Bnglisn at
. Instead of ... . Prepositions understanding. WOLK.
. There's a change 1in plans ... . Erployees expected . Talkativities.
. Job tasks, tools and supplies. to be flexible. . SAETES,
. Prepositions. . Role Play.
. Parts of the building. . Realia.
. Alternative ways of givang - . Sumlacion.
directions.
MAKING FHOMNE CALLS . Regorting in sick. . Leave message. . Past . Call every day . Spexking Up
. Reporting in late. . Sick, cold, flu. . Present . Call before work At _Work.
. Reporting in not caung. . Doctor appointment. . Future . Death, court, sick . Base [
. Leave a message. . Fever. chld. . Role Play
. Temperature, . Let supervisor know . Simlation
. Pamily emergency
D RATING WITH . Asking for help. . Home and famly. . Presant . lmportance of . Vccabulary
CO=WCRKERS . Offering help. . Vacations. . Past socializing wath workiheets.
. Joking . Weather . Future co-workwers. . Pictures
. Small talk - inquiring . Sports . Present . lrplications of . Flashc.rds
about irdividuals . Work experience. perfect. silence . Fole plays.
. Food . No shams in needing . Sumlation
. Specific job voczbalary. axtra help.
. Cultural customs. . Cuiturally (accepted,
expected) to offer
help. .
RESORTING EMERGENCIES . Recognizing emrgencies. . I hurt myself ... . Presant . Respond immediztaly to . Supervisor's
. Handling emsrgencies. . There's a ... . Past anergencies, Hardbook .
. Krowing school (work) safety . J iive to/nead to/uent to . Commards . Report problerg . Copres of fir
procsdures. report an accident. . Present immadiately, escape rout
. Reporting safety hazards. . Help me - 1 need help. contimous. . Role plays.
. Understanding 911. . Be careful of ... . Video 911.
. Watch out ... . Roalia
. Body parts. . Names cf
. Building vocabulary. certified
. Caustic doctors.
. Texic . Igt's__‘;b‘*.
. Flawables Jately.
. Po . ety book.
. Injured
. Antidote
SCEIVING CRITICISH . Accepring a coapliment. . Yau npsd to Leprove. . Present . Criticien 138 not loas . Rfole Play.
AND PRAISE . Giving compliments. . He have a problem . Past of face. . English at W
. Accspting cratacism oo . Work faster, . Preseat . Praise is a positive . Spesking Up
the job. . You didn't finish this job. Continuous cultural value 1n tha at work.
. Responding to criticism and . In the future ... Next time. . Presant u.s. . Living in th
making appropriate . You've bsen lata ... perfect. . Bmployees are allowed U.S,
corrections. . You're doing a good job. . Making to make suggestions. . Don't Gat
. Giving criticiss - co- . 1'd 1ike to meke a suxestion. questions. . Suggestions aren’t Tared.
workers. . I'm happy (not happy) with always sccepted.
. Making suggestions. your wark. . Lying and telling the
. ¥hy did you do this/that? truth.
(didn’t) .

UNDERSTANDING . Understanding forms. . Sign . Forra . Need to f11l forms a . Englizh Spok
PERSONNEL . Bewng able to complete forms . Print stranger will __Here,
INFORMATION . Askang for help and . Qurrent address. understard. . Base I.

. clarification. . 2ip code.

. Payroll ard insurance . Phons reder.
problems. . Area Coda.

. Income
. Salary
. Promotion
. Transfer

) ‘ . Applicant

i . Salary benefits.

. . Drmergenty contact

Nuvber of years of school
Nurber of years of
exparience.

Hage
Depencant
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The Lesson Plans

This curriculum is designed for immediate access by EWP teachers.

The activities are hands-on communicative activities prepared to be photo-
copied and cut up for use or taken right out of the curriculum and cut up
for use. We have tried to provide samples of various techniques and strat-~
egles, hoping to trigger the imaginations of the teachers. This is only a
sample, certainly not exhaust.ve. As we field tested these activities in
the ESL classes for custodians, certain key concepts became clear.

1. Students recuire different types of practice and reinforcement.
Material needs to be presented several times in various ways because
learners have different learning styles and thresholds. 1In o. 2r to provide
the same material through a variety of activities without incurring student
boredom, we learn to spiral, presenting a unit on phone calls, then inter-
action wich co-workers, then perhaps back to phone calls. This curriculum,
then, is not meant to be followed from page one through 114. We choose
activities that suit the needs of the students at that particular t.ase.

2. Theneeds of our students flucuate. We must constantly be assessing
those needs and responding to them. We have to listen to the students as
they enter the class before it begins and during their break to discover what
they are talking about on a general basis, how they sav it, and what feelings
and attitudes they express. Then we must dialogue with them to continually
uncover needs, strengths, and weaknesses. And finally, we have to act, to
bring the information we have gleaned together and applv it to our task of
providing communication skiils. The activities in this curriculum were

designed to integrate with that task.
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Continual feedback from students and supervisoss as well a:

networking with other teachers helps us to more accuratelyv applv che

cirriculum in our own classrooms.

4.

Our goal is to encourage the students to develop themselves, to

discover their own inner knowledge. These activities don't hand out inform-

ation, but rather pose problems that the students must solve.

stand by as a guide while the students learr through their own experiences

aud thoce of their ciassmares.

The lessor plans have been developed around six topic areas, as illus-

trated earlier. The beginﬁing of each unit is uniform. First, there is a

photograph, which can be used for illustration, vocabulary elicitation, or

discussion. Some questions a teacher might ask to encourage language

production and understanding follow:

a.

[12]

h.

What da you see?

What do you feel when you look at this picture?

What is that?

Is there a problem?

‘hat's the problem?

Why is there a problem? (The teacher must encourage them to guess,
to make it up, to use their imaginations.)

Do you know anyone who has experienced this problem? Have vou?

How is it the same? How is it different? How do vou feel about it?

What can be done about it? What would you do?

All these questions don': apply to all the pictures. The teacher can

formulate additional questions and elicit questions about the pictures from

the students. Ouestion formation is a vital skill; at every opportunitv the

We, the teachers,
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teacher should encourage the students to make their ownm questions and to ask
each other.

Secondly, there is a sample dialogue appropriate for each topic. The dia-
logue can serve as a basis for student-generated dialogues. The teachers
should encourage students to formulate their own dialogues so that thev will
have the language of the students and will illustrate those situations the
students experience. The dialogues constructed for the curriculum are taken
from student-generated interactions or from what students say. There are
suggestions for substitutions and/or additional conversation topics.

The rest of the activities vary for different units. We have tried to
provide at least one eample uf many different activities. Our hope is that
the teachers can develop similar activities based on our examples. For instance,
the unit on "Understanding Company Policies" has an example of teaching
vocabulary and designing vocabulary exercises. The unit on "Receiving Criti-
cism and Praise" has a reading with accompanying comprehension and application
questions. These two techniques are not repeated in other units, but we hope
teachers will develop them appropriate to their specific classes and topics,
Other communicative activit.es in the curriculum include role plays, inter-
active situations, manipulations, scrambled sentences and scrambled stories
matching, and games, including a simulation game in the unit on "Inter-
acting with Co-Workers." Following is a brief introductior to these activities.
Most of them are further explained in the lesson plans.

a. Rcle plays: There are situations typed on cards. Distribute the
cards randomly to the students, pair them if necessarv, and allow them to

complete the task or the role play on the card. After the role plavs, the

- 15?4
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teacher can elicit a report of the role play in the past tense; the students
can write what they did or saw; they can report on each other's r:le plav;
they can discuss other solutions; and they can discuss the language and
function used in the interactions.

b. Interactive Situations: Again the situations are typed on cards
and can be cut apart. The students follow the directions on the card or
solve a problem. These cards get the students up and moving and instantly
conversing. Laughter is alwavs a by-product to the process. Follow up
activities can be the same as for the role play. It is important to not
just do the activity and then drop it. Follow up activities can take a
week,

c. Manipulations: In the unit on "Giving and Taking Directions' there
are several visuals. One is a drawing of a "storage room." Accompanving it
are drawings of t he supplies that go in the storage room. The students must
give directions to each othe Placing the "supplies'" in the "closets" using
appropriate prepositions. The teacher can also use the visuals for other
directions, role play, vocabulary, or anything appropriate.

d. Scrambled Sentences and Scrambled Stories: This is a tactile
sequencing exercise and a sentence construction exercise, Each student or
dyad gets a sentence whose words have been cut apart. They must put the
sentence in good grammatical order. Once they have unscrambled all the
sentences, they must arrange the sentences in proper sequence. The students
can discuss various sequences or different sentence construction, As a
follow-up exercise, they can change the tense of the storv, the person, or

the number and make all the necessary changes.

- 16 -
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e. Matching: There ate some exercises where the student must match

®

a picture vith a warning and/or a name or parts of a sentence or paragraph.

f. Games: Several types of games are included in the curriculum. Most
of them have instructions or are self-explanatorv. 1In the unit on "Inter-
acting with Co-Workers" there is a simulacion game entitled "The Office
Party." The object of the game is to score the most points, and the wav
to get points is to complete tasks. The students have a list of several
tasks to complete and the foin* values for each task. When a student completes
a task, a teacher, aide, or another facilitator initials it and the student gets
the point. Everyone is interacting and accruing points at the same time. It
is up to the teacher tou set up a situation that simulates an office partv.
Puttin,< up decorations, providing punch and chips, plaving soft music all
lend to the crprepriate atmosphere. There are also facilitators, gensrally

Q teachers and aides, who play the roles in the game. Thev cannot accrue
points. Sometimes scudents can play a role, but it's more fun for the students
to complete the t asks. Whea the game begins, students all begin accomolishing
the tasks together. After a specific time frame (20-30 minutes), the game is
over, the students add up their scores, and the winnter receives a prize.
It's an enjoyable way to practice structures, negotiate,practice cultural
mores, and interact with peers.

In addition to these specific activities, teachers can take the visuals,
the photographs, and the dialogues and adapt them to their own techniques
and activities. We hope use of this curriculum expands with each activity

teachers try.

Q. -17ap
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@ GIVING AND TAKING DIRECTIONS
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Dialogue

Koung is a new employee.

supplies.

Bob:

Kuong:

Bob:

Kuong:

Mrs. Jones knows where the cleaning supplies are located.

Kuong, please go ask Mrs. Jones where the new cleaning

supplies are.

0.K., but I don't know where Mrs. Jones is. Where is

her room?
See the exit sign down there? Go down the hall and turn
right at the sign. Keep going to room 615. It's on the

left.

Thanks. 1I'll be right back.

His boss wants him to find the new cleaning




Dialogue

A parent is in the school and wants to find the library.

She asks a

custodian who is working for directionms.

Parent:

Custodian:

Parent:

Custodian:

Parent:

Custodian:

Parent:

Custodian:

Excuse me, where's the library?

It's around the corner.

Is it far?

No, not far. Go down the hall and turn right at the

corner.

Is it on che left or right?

It's on the right across from the cafeteria.

Thanks.

You're welcome.

2
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II.

I1I.

DIRECTIOXS AND PREPOSITIONS

Make a packet for each student which includes individual pictures of
the cleaning supplies.

Introduce or review the following prepositions:
between below under

next to beside
on the right/left on top uf

Give the class directions using the prepositions and cleaning supplies,
i.e. put the roll of paper towels next to the mop.

Continue until all the pictures have been used. Have students check with
each other to see if the pictures match.

* k k%
Divide students into pairs.
Ask one student to arrange his/her pictures.
Have the student give his partner directions to make a matching arrange-
ment. Encourage the use of different prepositions.

* k k k k *

You can expand the exercise by having a student give directious to
more than one person.
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Objective: To teach the vocabulary of the tasks that custodians perform at work.

Procedure: Brainstorm with the eclass all the jobs they ﬁerform. Put the tasks
on the board - include all the suggestions offered. Probe a little - "Do vou

have to do anything with the 1ights?" '"What happens when it snows?"

Give each student paper and a colored marker. Have students draw 4 - 5 pictures
of themselves performing daily activities. Write a sentence under =2ach picture
describing the task. Direct students to draw two more pictures showing a job that
is done only on a weekly or seasonal basis (removing old wax, shovelling snow,

scrubbing lockers).

Students should work in pairs encouraging each other to ask, "What are you doing

in this picture?”

Variation: Draw a picture and write a brief description of your most pleasant
job and one of your least favcrite tasks. ("What's your easiest job?" "Which
jub do you hate the mos:t?") This is good for lots of laughs and the expression

of strong personal opinions.

36
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Use the following page to

VOCABULARY

1. build vocabulary. Discuss.

2. role play. Students can evolve a dialog
around each statement.

5. cloze. White out the words and let
students complete the statements.

37
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VOCABULARY

Mr. Lee, when you finish using the scrub machine please clean it up before
you pul ** away,

Mr. .........there is a dirt and wax buildup in the corners in your classrooms.
Would you work on cleaning these areas until all of the rooms on your section
are cleaned.

Mr. .........please don't forget that the cafeteriz needs to be wet mopped dailv.
Mrs. .........will you go outside and help Mrs. Jones trim the grass around the

edge of the building.

Mrs..........take the wet/drz vac down to the gym and use to pick up the water on
the floor from the leaking pipes, instead of a mop and bucket.

Mr. .........the window sills, file cabinets, TV carts and bookcases should be

dusted at least twice a week. The bright work in your toilets need a thorough

cleaning and polishing. The floor behind the commodes needs cleaning on a regular
basis. The floor drains in all of your toilets need cleaning.

Mr. .........when you clean your classrooms and empty the trash please make sgure
that you check the pencil sharpener and empty it also.

Mr. .........the wall tile in your section needs spot cleaning. Please make sure
that you check your wall tile daily.

Mr..........you have several lights out in Room #118. Make sure that you get
them replaced before you finish up tonight.

Mr..........the filters over the ovens in the kitchen need cleaning. Will you
take them down tonight so that they can be run through the dishwasher in the
morning?

Mr..........80 out back and stick the o0il tank to findout how much c¢il is in
the tank. When you get the reading call the area office at 938-6401 and report
it to them.

-
o

&)
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Exercise

This may be a 1, 2 or 3 part exercise, depending upon student levels.

Locate several areas in your building

A. Draw maps to the locations or

B. Write directions to the locations.

C. Do not identify locatioas.

Have students work in pairs. Give each pair a diffevent set
of directionms.

Ask students to follow the directions and identify their
destinations.

If students answer correctly, exchange directions with
another group and continue.

If students have difficulty, you may want to send

another student along to help.

Once the students have mastered step I, continue.

Have students work in pairs and give each pair a destination
in or around &he building.

If site maps are available and/or if no one else is in the
building, you may have to provide a site map.

Have each pair write directions to their destination.

Ask the students to compare their directions to the map

and to follow the directions without using a map.




5. Once the students are satisfied, pass the directions to
a new pair of students. Have the new group follow the
directions and identify the destination.

6. If the destination is not identified correctly, have the
four students work together and let them discover the

problems and possible solutions.

III. Ask students to follow the same procedure as in II, but have them
work individually. The directions may be a simplified map or

written directiong -- but not the building map.

Suggested destinations for a school:

‘II’ Gymnasium

nibrary

Cafeteria

Custodian’'s Office

Principal's Office

Coke machine

Parking lot

Football field

A specific classroom

Restrooms

- 314)
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index Cards and Numbers
Objective: Follow directions
Speaking and listening to numbers
Any level
1. Give each student an index card.
2. Ask him/her to write his/her phone number in the top left corner.

3. Collect cards and pass out the cards to a different student.

4. Students must then ask each other: "Is your phone number 2"

Then put "owner's" name below number.

5. Be sure students understand they may not show anyone the number on the card.
Depending on level of student activity may be continued using:
1. House numbers (no street)
2. Social Security number
3. Birthday (numerical only)
4. Driver's license number

6. Use different locations for each number, and be sure to switch cards
each time.

7. When you've finished, ask students to gather the information about another
student and check it with him/her.

- 33 -




Paper and Pencil Activity

Objective: Following directions
Any level

1. Give each student a pencil and paper.

2. Pick out four or five pieces of personal information (ex., Name, Work
Location, Phone Number, Age).

3. Give directions for each item in two.
a. Write your name in the middle of the paper.
b. Turn your paper over and write your age.

¢. Turn your paper back over and write your phone number in the bottom
left corner.

d. Turn your paper on its left side and write your place of work at the
top of the page.

4. This activity is only limited by your imagination.

5. Have students lead the activity when they understand the problen.




DIRECTIONS FOR MESSAGES

Level: All
Time: 30 Minutes +
Supplies:

1. Name Cards: One student's name on each card

2. Direction Cards

Activity:

1. Give each student one name card and one direction card.

2. Put students in pairs.

3. Demonstration
Name: Kyong
Directions: Please tell  to take off right shoe.

Please tell Kyong to take off her right shoe.

Demonstrate male and female.

4. The student who receives the message must find the person who

‘ is to be given the message.
Seung received the message for Kyong. He must find Kycng.

5. Demonstrate how to relay the message.

Seung: Kyong,take off your right shoe.

6. a. Each student will receive a message from his partner and forward
that message to the appropriate person.
b. Each student will also receive a message directing him/her to do

sommething.

7. Check to see if appropriate messages have been forwarded and received.
[

Reported Speech:

For report¢ ' speech, the process is the same except step 5.
5. Demonstrate reported speech.
Seung: Tao wants you to take off your right shoe.

Follow-up this activity discussing misunderstanding, misinterpretation

g and confusion.
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to put hands

PLEASE TELL

to stand up behind

to put

behind chair. right hand on
back. left knee.
]

PLEASE TELL PIEASE TELL PLEASE TELL
to put left to put hands to stand up.
hand behind on knees.
back.
PLEASE TELL ‘

PLEASE TELL PLEASE TELL
to stand up in front of

to put to put

chair.

right hand behind

__back.

left hand on

right knee.

PLEASE TELL

to take off

7 o :ft shoe.

—— e e

PLEASE TELL

to put

right hand on

——— e

right knee.

L,
]
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PLEASE TELj,

to raise

left hand.




right hand.

PLEASE TELL

to put

pencil

or pen under a book.

PLEASE TELL

to put pen

or pencil on top of a

book.

PLEASE TELL

to take off

right shoe.

PLEASE TELL

to put

‘t hand on

egieft: knee.

-3 8
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cmpa

o

wants

you to put your pencil

or pen under a book.

wants

you to raise your right

hand.

wants

you to put your left hand

on your left knee.

wants

vou to stand up.

wants

you to raise vour right

hand.

wants

you to put your right hand

on your left knee.

wants

you to take off your

right shoe.

wants

you to raise your left

hand.
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|
|
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|
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1
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wants

you to put your right hand

on your right knee.

vants

you to put your pen or

vencil on top of a

book.

wants

you to put your left hand
on your right knee.
45
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wants

you to put your right hand

behind your back.




wants

you to put your hards on

your knees.

wants

you to put your left hand

behind your back.

wants

you to stand up behind

your chair.

—_——d

wants

you to put your hands

behind your back.

——— e e

®

wants

you to take off your

left shoe.

wants

yo1 to stand up in front

I your chair.
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'®@ . MAKING PHONE CALLS
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Dialogue

Supervisor:

Daniel:

Supervisor:
Daniel:
Supervisor:
Daniel:

Supervisor:

Substitutions:

I have the flu.

Calling in Sick

Hello.

Hello, Mr. Johnson. This is Daniel. I can't come to
work today. I feel very sick.

What's the matter?/What's wrong?

I have a very bad cold.

Sorry to hear that. Can you come in tomorrow?

I'11l cry.

0.K. Hope you feel better.

I have a fever/temperature.

I have a sore throat.

My back hurts.

Will you be able to work ...?

Are you coming to work ...?

When will you be back?




R
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Objective: Using the Telephone to report absences and lateness.

Procedure:  Give each pair of students one of the "situations" below, printed
on index cards. When reasonably fluent have each pair demonstrate
their dialogue while actually using the telephones. Have students
sit "back to back" to create a realistic atmosphere.

Materials: Two portable telephones

Custodian/Secretary

Leave a megsage with the secretary. You're not feeling well. Tell her to give
the message to your supervisor. You're pretty sure you'll be at school tomorrow.

Custodian/Supervisor

Tell your supervisor that you're having car problems. He wants to know what's
wrong with your car, and asks you when you're going to get it fixed.

Custodian/Principal

The principal answers the phone in the main office. You want to report that
you'll be late because your child has a doctor's appointment. You ask him to
give your message to your supervisor.

Custodian/Secretary

You're going to be late because you have a dental appointment. You ask the
secretacy to tell Mr. Johnson, your supervisor. You plan to come to work
right after lunch.

Two Custodians

Another custodian answers and says that the supervisvor is busy and can't talk
now. You ask your co-worker to please tell your boss that you sprained your
ankle last night and won't be in for the next two days.

)

- 56




)
L

ORJECTIVE:
a telephone messave.

PROCEDURE:

To help students report the essential inforation when

Teluelvitd

Before beginning tuis lesson teach the class the basies of handling

a telephone call: identifying themselves, taking accurate messages,
asking the caller to repeat when not understood, and obtaining ad-

ditional information when needed.

Demonstrate this activity to-

gether, separating the essential parts of the message.

Each student is given the accompanving worksheet.
mation can be copied from the board - Calier -
Message).

ceiving the Message =

(Or this infor-
Person Who is Re-
The Teacher stands behind the

students so they cannot see his facial expressions, lip movements,

etc.

This is to replicate a phone call as nearlv as possible.

Students vill be encouraged to ask for clarification: "What time?

Who is calling, please?
number. etc."

I didnTE_hear that.

Please repeat that

This is Kyu Cho. Please tell
Mr. Davis that I can't come to
work today because I have a bad
cold.

This is Ruber Colon. Tell my
boss that my wife has a doctor's
appointment. TI'll be at work by
11:30.

I want to talk to Joe. This is
Marina calling. My car broke dowm
and I'll be two hours late.

This is Mrs. Lee. I can't remember
how much ice I was supposed to buy for the

party. Please ask Yong and tell her
to call me back. My number is
582-7561.

This is Mr. Johnson, the building
supervisor. Tell Won and Rosa that I won't
be in till later. Tell them to start
cleaning the back hallway first and

then do che c¢'assrooms on the second

floor. If they have any ques. -1s,

they can call 7 83-4631.

I want to speak to one of the custodians
This is Mrs. Dawson, the principal. A
student just got sick outside the build-
ing and I need someone down here with a
bucket and mop - fast!

Note* Get the basic info and act!

This is Miss Green, the Secretary in the
front office. Send one of the custo-
dians to Rm. 217. Ore of the lights

fell and there's glass all over the
floor. Please call me back when the

job is finished. Thanks.
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CALLER

WHO IS THE MESSAGE FOR?
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CALLING RECORDED MESSAGES

1. CALL TIME AT 844-7525.

A. Was the person speaking a woman or a man?

B. What did the person say co greet you?

C. What time was it when you called?

2. CALL WEATHER AT 936-1212. FILL IN THE CHART BELOW AS YOU LIS1eN TO
THE RECORDED MESSAGE.

NOW TONIGHT TOMORROW
F F F

T
EMPERATURE c c c

RELATIVE HUMIDITY

WINDS

CLEAR? SUNNY?
CLouDY?

AIR QUALIT.

3. WHY WOULD PEOPLE CALL THE FOLLOWING RECORDED MESSAGES? CALL THEM YOURSELF
AND DECIDE WHY PEOPLE WOULD CALL AND WHAT KIND OF INFORMATION IS GIVEN.

NUMBER WHY PEOPLE CALL WHAT KIND OF INFORMATION IS GIVEN

' 357-2020

362-4444

533-1328

69




SITUATIONS

1. You are sick today and it's a work day.

2. Your car broke down today and it's

2

work day.

What do ycu do?

What do you do?




3. You can't go to work today. When you call your supervisor to tell

him, he's not in. What do you do?

4. You have a doctor's appointment at 1:45.

work at 2:00. What do you do?

You are supposed to be at



ERIC
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Aruitoxt provided by Eic:

5. You are on vour wav vto work and veu have an accident.

6. Your supervisor calls you and leaves a message for you.

stand the message. What do you do?

What do =g d0°

You don't under-
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INTERACTING WITH CO-WORKERS
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Dialogue

the end of the year.

Lupita: Good morning: How are you all this morning?
HeeSoon: Real good. We were just talking about the pot luck lunch next

Thursday. What are you going to bring, Lupita?

Lupita: I plan to make some pozole.

Farida: What's that?

Lupita: It's a kind of soup with corn and pork. Sometimes I put avocado
in it, too.

HeeSoon: That sounds good.

Farida: Yea, it does. But, you know, I don't eat pork, so I'1l1l have to

pass it up. What are you going to bring, HeeSoon?
HeeSoon: On, I'll probably make some Kim Chee. Everyone always likes that.
@ Lupita: I'm sure there will be lots of different kinds of foods here, I
know we'll all have plenty to eat. In fact, we'll probably have

too much!

Substitutions - dishes and nationalities
dietary restrictions
Students generate dialogs/target different social topics
Activities:
1. Write the recipes of your favorite dishes.
2. Research/discuss (oral or book) dietary rastrictions of different
nationalities.

3. Write dialogs you hear in school

@ between teachers Three ~ five lines
students
teacher/student
La/an
(o
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MONDAY

"KEEP A JOURNA

TUESDAY

JF THESE

WEDNESDAY

ACTIVITIES"

THURSDAY

FRIDAY

Talk with a co-
worker for five
minutes.

Carxry on a con-
versation with
the cashier at
the grocery
store.

Greet a teacher .
and speak for
one minute.

Read an article

in Newsweek, Time,
People, Woman's
Day or any
magazine of your
choice.

Listen to th
news on the
radio.

Have lunch with
a new friend.

Go to the movies
with a friend.

Say hello to
someone you don't
know.

Listen to the
news on TV.

Pay someonc¢ a
compl iment.

Call uvp &
neighbor and
talk for five
minutes.

“eet a new neigh-
bor or one you
don't know.

Have lunch with
a friend and
don‘t talk about
work.

Ask your teacher
a question about
English.

Listen to th.
weather foreoo-ast
and report 1t,

Go to the library
and ask the
librarian for a
book you want

to read.

Call a movie
theatre and find
out what time the
first movie 1is
shown.

51t with someone
you don't know
in the lunch
room.

Invite a neighbor
over for coffee
or tea.

Cut out a cents-

off coupcn to use

at the supcimarket.
"- '0
/'




SENTENCE CONSTRUCTION CARDS

Cut the following cards along the dotted lines. Distribute rardomly
to students. Tell students to maie 2 sentence with their words. One
student may have "the mop.'" Anuther hae "is or top of" and a third
has "the shelf." The object is for them to make a logical sentence.
Some sentences may be funny, but logical. The game must go quickly.
The first person who uses all his/her cards wins, but the game must

continue until all students have used their cards.

These three sets of cards practice different structures. Students must

6 realize that "is under" cannot start a sentence.

They quickly get into the game of it and are yelling out phrases

rapidly and correctly.
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THE MOP

IS UNDER

THE DESK.

MY BREAKFAST

IS ON TOP OF

e e o

THE BOOKCASE.

A LIGHT BULB IS INSIDE THE SHELF.
I
]
dY PAY CHECK IS NEXT TO | THE NEWSPAPER
MY JACKET IS ACROSS FROM THE CAR.

-7
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DID YOU KNOW

DID YOU HEAR

THAT A CUSTODIAN

THAT HER TEACHER

DRIVES A MERCEDES?

DOES SHE RNOW

THAT THE PRINCIPAL

EATS GARLIC FOR LUNCH?

DO YOU BELIEVE

THAT ONE SECRETARY
IN THE SCHOOL

— e e ———

LIVES IN VIENNA?

DID YOU TELL ME

—f ———

THAT EACH STUDENT

- 69 -
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IS EXPECTING A BABY?




HAVE YOU

BEEN HERE

]
PN W

LONG?

HAS SHE

WORKED IN THE LIBRARY

BEFORE?

HAS THE PRINCIPAL

HAD A BROKEN LEG

SINCE 19807?

HAS THE CUSTODIAN

LIVED IN AMERICA

I

FOR TEN YEARS?

HAS YOUR MOTHER

STUDIED ENGLISH

- 70 -
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CONFLICT CARDS

Cut che cards along the dotted line and distribute to students.
Cards A indicate a situation in conflict with Cards B. The student
who has Card A must find his/her partner, present the problem,
probably initiate an argument, and then both of them must solve

it. After the two act out the conflict and solve it, th= entire
class can discuss the solution the pair acted out, other possible

solutions, and the appropriate language to use.




1-a {Custodian

Your supervisor tells you
te clean the library and to
prepare it for a iL~2ting

tonight.

i-8  (Librarian)
You decide to ive students help

vou suelve books.

2-A  (Custodian who goes to

English classes after work)

You ride to English classes

with B and you barely make

it on time evin when you leave

directly after work. You

don.'t like to be late.

- —— - — -

2-B  (Custodian who goes to
English classes aftz: work)

You need to talk to a co-worker
after work about a problem vou

had today.




HIMOR

avaava

Humor is . part of everycne's life. Limited English proficient emplovees
hear and must respond to humor daily at the workplace. Jokes, puns, and
riddles are very difficult for LEP workers to comprehend. The next page
has a few riddles and jokas students might understand. Tell one a day.
Have a joke :cutest. Have them translate jokes from their native
languages into English eud share them with the rest of the class.
Encourage them to watch comedies on television or at the movies.

You can use these jokes in many ways. Have fun with them!

Q 524
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Riddles and Jokes

What's the hardest thing about learning to skate?
The ice.

Why is it useless to send a telegram to Wa aiington today?
Because he is dead.

Name a band in which there sre no musical instruments?
An elastic band.

An aging lady started to go bald. So she went to the chemist for a hair
restorer. "Do you want this little bottle or this tall one?" asked the

chemise.
"Make it the small bottle," she told him. "I don't care for long hair."

A tourist was furious with the tough steak he had been served.
“Waiter," he shouted, "get me the manager. I can't eat this stegk!"
"It's te use calling him, sir. He can't eat it either. He's ca a diet."

Patient: Doctor, you've got to help me. Everything is backwzrds.

Doctor: What do you mean?
Patient: My nose runs and my fect smell.

What has four legs, a back, and no body?
A chair, :

Knock, knock.
Who's there?
Ron.
Ror who?
Run in if it rains.

Knock, knock.
Who's there?
Iow:
Iova who?
I owe a dime to your son.

Knock, knock.
Who's there?
Someone too short for the doozbell.

Nurse: Doctor, there's an invisible man in the lobby.
Doctor: Tell him I can't see him.

Customer: Waiter, why is my donut crushed?
Waiter: You said you wanted a donut and to step on 1it.

First man: Do we have any criminal lawyers in this town?
Second man: I think so, but we haven't caught him at anything yet.

A fisherman, trying to land a big fish, fell off the eid of the pier.

"I can't swim," he shouted, "I can't swim'"
A drunk, walking along the promenade heard him and clled back, "So what?

I can't play the piano, but I'm not shouting about it."

L




Purpose:

Props:

Facilitators:

Prizes:

Simulation Game: The Office Party

To give the students an opportunity to practice social and
cultural behaviors at

Coke, 7-Up, cups, plates, chips, dip, telephone, plates with
names of dishes, tapes

Supervisors, classroom teachers, principal, parents, school
secretary

Dictionarias

Total: 70 points

Time: 15 minutes



THE OFFICE PARTY

Have a good time and remember to come back to work tomorrow!

ACTIVITIES:
1. Talk with the principal for two minutes about his/her family. (3 pts)
(initials,
2. Ack your friend how she/he made h*s/her dish of food. (5 pts)
(initials)
3. Ask the secretary if you can use the telephone. (2 pts)
(initials)

4. Discover that you've lost your keys. Ask friends to help you find them.

(5 pts)

(initials)
5. Offer to get comeone some punch. (3 pts)
{(initials)

6. Someone looks familiar co you. Find out where you know her/him froa.

(5 pts)

(initials)

7. Find out how many miles a co-worker has to dvive to work and how long it takes

hiu/her. (3 pts)

(initials)
8. Accidentally bump into someone and exzuse yourself. (5 pts)
(initials)
9. Comment or the dip and go back for more. (3 pts)
(initials)
10. Tell someone she looks nice in her dress and why. (4 pts)
(initials)
11. Ask youi supervisor about his/her children. (3 pts)
(initials)
12. Discuss the weather with the school secretary. (2 pts)
(initizls)

13.

14,

Find out how to get to the Personnel Office. You have some questions about
insurance and you want to go there after the party. (5 pts)

(initials)

Discuss your plans for the week-end with one of the school teachers. (3 pts)

(initials)

&7
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The Uffice Party

Page 2
15. Find out where a co-worker is going on vacation. (3 pts)

{(initials)
16. You have to leave early. Excuse yourself and thank the host/hostess.

(5 pts)
(initials)
17. Ask someone to Jance and dance through a whole song. (6 pts)
{(initials)

18. 1Invite someone to the movieg¢ this weekend. (5 pts)

(initials)




THE "WH' CEOPARDY GAME

Level: All
Time Required:  20-45 minutes, depending on level

Purpose: to practice "wh" question formation, to acquire new
information, and toc have fun

Materials: Ganmeboard or note cards and a chalkboard

Process:

Have you ever seen the game show "Jeopardy'? Watch it at least cnce to

get an idea how this game operates. This ESL game ccncentrates on question
formation. The questions are divided into "who," "what," "where,"

"when," and "how and ordered by difficulty, from 10 points te 50 points.
(see flluscration). 1I've had students generate quegtions and then I rank
them. We've had students make the questions even in the beginning class.
That way the information shared is the students'. (See attacied lists

of student-generated questions.) You can also compose questions based

on a story you have just read (Iatermediate~advanced), a unit you have

Jjust completed, or on current events.

Nadal®] WHATY WHERE  wheN

B e R I R R
il

o

(&

3]
. U:"

&
o | Ih | Td | [R
k| [k
I

&
=

15

i
=
o

M Sy L P

on
(e




9.

Utvide the class into teams.  ihere can be two or three Leams.
Have a process for deciding which tezm goes first, le: choose a number
between one and ten, roll a die, draw straws.

A person from the first team selects a "category" (who, whac, where, when,
or how) and an amount, ife: I'd like "who" for 10 points.

Either the teacher or another student can read the angwer, fe: The
President of the United States.

A member from either or any team has one minute to provide the question,
ie: Who is Ronald Rezgan?

If the student is corrvect, the team receives 10 points and the answering
student must select a category and an apount, fe: I'd like "what"
for 30 points.

Continuz as in Scep 4.

If a student generates an incorrect response proceed according to your
own judgement. I night give a team a few chaices; I might scratch the
ansver and go on; I might open it up to everycne again; I might deduct
 the amount of the question from the score of the team in error and give

the other team a chance.

The game is over when all the answers have been uncovered or time is up.

Note: Your creative imagination can be the guide for developing this game

to suit the needs-of your students. You or your students can revamp
the rules and in gome respects the procedures. Az long as the rules
are fair, there's an element of risk, and the students are practicing
English, do whatever you decide. But most importantly, have fun!

30
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Instructions:

Cut along black lines and use for your JEOPARDY game!

These questions are probably best suited for an advanced class, although the

SAMPLE ANSWERS

questions the beginning class came up with are no easy things.

Qo
[

WHO VHAT WRERE ~WHEN— HOW
10 10 10 10 10
Ronald Reagan a violet Fairfax County March 16, 1987 12 eggs
Adult ESL
20 20 20 20 20
the beginning red, white, in Washington, the fourth Thursday by inserting a
class teacher and blue D.C. in November coin, pushing a
button, and getting
it
30 30 30 30 30
Gerald Baliles a word that on the snow- in 1945 36 inches
shows action covered mountain
slopes
40 40 40 40 40
Elaine Baush a supersonic in Moscew July 4, 1776 4 times a year
jet
50 50 50 50 50
George Bush the bicentennial in Anaheim, November 1980 211 years old
of the signing Califovrnia
of the constitution
92




10.

11.

12,

13.

ADDITIONAL CONVERSATION ACTIVIT_ES

Discuss a current movie or TV show.

Watch one hour of TV per night and write in a journal the ideas
of the program.

Video tape student-generated dialogs.

Write a soap opera.

Collect humorous language forms: puns, mixed idioms, palindromes,
tall tales. chants, limericks, riddles.

Organize a joke festival.

Select a VIP (Very Important Person) for each class. Let him/her
tell about him/herself, his/her country, job, family, etc. The
other students can ask any questions they want as lonrg as they are
clean.

Take candid school photos and let students caption them.

Create a box of "hot" topics to discuss. Students can contribute
ideas. (ie, Do you think t.1lingual education is good for immigrants?)
When you have five to ten minutes, select a stnudent to pull a card
from the box and ask another studeat the question.

Use school issues, industry issues, government issues, or werld
issues for discussion grours. Small group discussions can lead
to further reporting.

Share humorous experiences in the workplace that involve English;
write stories, dialogues, oi plays.

Write ar advice column about a work-related problem, exchange
it, and write a response.

Exchange phone number. and call each ocher and/or call the teacher.
Have certain tasks or questions to ask.
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DISCUSSION STRIPS

What makes you shy at work? What makes you nervous at work?

— - —

What upsets you at work? What makes you happy about work?

What frustrates you at work? What makes you angry at wovk?

WVhat makes you feel good about work? What icritates you at work?

Directions: Cut the strips along thc dotted lines.
Let a student pick a strip from a hat or basket.

Then s/he must discuss it. Let the discussion spread to other
students.

q(
ERIC v
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Manuel:

Oh, no. Look - Fire!

Anh: Should we pull the fire alarm?

Manuel:

T don't know where it is. Let's try to put out the fir: ourselves.

Where's the fire extinguisher?

Anh: Over there - on the wall.

Manuel:

Quick - get Mr. Johnson and I'll get the fire extinguisher.

Mr. Johnson: Did you pull the fire zlarm?

Manuel:

Anh: We

No, not yet. W didn't think we needed to.

got the fire extinguisher instead.

Mr. Johnson: Well, you were able to put the fire out this time, but next time

be sure to pull the fire alarm.

Q5
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FIRE PREVENTION

Find the word to finish the sentence. Fill in the blanks with the word or words.
See the example. Use the words two cr three times each.

comes from a fire. People hurt their lungs by breathing

Children like to play with

(two answers) They connecct a to a

to get water to put out the fire. The is like a leong tube.
The . is like a special faucet.

A family needs a _ for emergency injuries. A

has supplies for burns and cuts in it.

Use a to put out a fire. Keep the
in the kitchen. Everyone in the family should know how to use a

A match causes a . A is a bit 1like
a fire.

Some houses have . make
a loud sound to warn a family about smoke.

Refrigerators and washing machines are . Keep
your in good condition. Then they will not
cause fires.

In big buildings and on city streets there are

Use a to warn others of a fire nearby.

smoke detector

fire extinguisher

fire hydranc

flames

hose

first aid kit
fire alarm box

smoke

matches

in.

| & ]




WORK RELATED EMERGENZIES

The following emergencies can be demonstrated bv dramatization.
Emphasize two basic responses:

l. Reporting situations to supervisor immediately or to
whoever is in charge, if supervisor is unavailable.

2. Only contact the authcrized doctor or medical facilityv,

Simple first aid procedures can be administered as each situation demands.

160
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A custodian is shovelling snow;
he slips on ice and falls. He
thinks his leg 1s broken.

What would you do?

mlsmes cmmm e e eman St sc e tn ® mafee e T Emeamm e mra me @ e e —— ——

Luies was changing a light bulb
in one of the classrooms and
he fell off the ladder. He's
in a lot of pain.

What happens now?

Miriam was washing the toilets
when sure germicide gplashed
on her face. She says her eyes
feel like thkey're burning.
How would you help?

Ui

Dong was scrubbing the floors in

the bookwvoom. He had been breathing
the fumes for too long and feels
very dizzy and sick to his stomach.
He needs some help!

Yong was using the buffer in

the main hall. When she unplugged
it, she received a bad shock.

What should she do?

A friend is walking to the
cafeteria and he slips and falls.
He says it hurts to move.

How could you help him?

Aroune walks Lo his car to go home
after work and %~ ~ees a big dent in
the side. His car didn't have a dent
when he came to work this morning.
What shoulid he do?

You hear someone yelling, "Heip ne!
Help me'." but you can't sece
anyone. What swould you do?

" e e e —— e e & it o e - ———— = " —— ———
v

ratcbeere

Elizabeth didn't look good when
she arrived at work. How she
say3 she feels terrible. She's
very dizzy, has a headache and
is beginning to get a fever.
What should she do?

4 /.0
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DANGER SIGNALS AND PRECAUTIONS

The following three pages contain eight sets of three cards each.

The cards contain the following: a danger signal, a warning about the
danger, and a symbol of the danger.

Cut the cards apart and shuffle them. Have students match the dangers

with the precautions and the symbols.

165
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Be careful when working with things

SKULL & CROSSBONES
that are poisonous (toxic).

Don't breathe these in closed
FUMES (WAX REMOVER, CAN VAPORS)
places.

et R

L

VOMITIRG |/

Read these for antidotes in case cf

LABELS (BIG)

poisoning.
VOMITING ) N P
NO VOMITING S e T T DR SRR
M | | AVOID CONTACT
L0 e | |
] NO MiLK j wm@ EYES OR SKIWN f105




RUBBER GLOVES

LADDER

FRAYED CORD

Always wear these when using liquids

that burn (caustic)

Use this when changing light bulbs;

don't use chairs and desks.

1 Repair these before using thenm.




CAN & CIGARETTE Don't smoke near ycar cleaning
supplies.
1
I
I
I
—————————————————————————————————————————————————————————————————————————————————————————————— f—
i I
i
OVERFLOWING TRASH AND ' Clean this up when it's too full.
PAINT CANS

| 1)
167




EMERGENCY POSTER

Cut out the following poster, discuse, then post in your room.

In addition you can discuss and demonstrate each item in the poster.

GENERAL EMERGENCIFS
1. Teach 911 for Emergencies--police, fire, hospital
2. Review non-emergency telephone numbers--police, fire, hospital

3. Have studeats obtain a list of county approved physicians plus
their telephone numbers.

4. Locate the nearest medical facility for emergency treatment.

1iv
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. Call for help.
2. Give first aid.

/ Wh@
whnen
55 R en @rﬂé” /where
| \wha%

how

4 Use author-ed doctor
or medical facili ty.

113
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FIRE

These activities will help students become aware of precautions to take

in case of fire at their werksite.

1. Know location and how to activate the

school's fire alarm.

2. Teach students to respond tc fire alarm driil.

3. Find the closes® exit to the work station and break area. Discuss
the basic procedures of quickly exiting during a drill.

4. Demonstrate how to leave the building
school map showing all building exits.

5. Know how to use a fire extinguisher,
How do they work?

- 96 -
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REPORTING FORM

Students practice leaving messages for their supervisors concerning
broken equipment,. problems, or potential safety hazards.
Some of the items they can report:-

The door is off its hinges.

The pipe is leaking.

The water fountain is stopped.

The locker is broken.

The wall plate is missing.

The faucet is dripping.

The sink is overflowing.

The vending machine is out of order.

The buffer isn't working.

Something is stuck in the lock.

Something's wrong with the pay phone.

After they write the messages, they can role play telling their supervisor

what is wrong.




DATE:
TO:
The in Room
is
FROM:
DATE:
T0:
The in Room
is
FROM:

114
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® RECEIVING CRITICISM AND PRAISE
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Dialogue
Supervisor: Won, I want to talk to you.
Won: Sure. What's the problem?
Supervisor: ‘ You didn't clean this room well.
Won: I'm sorry. What's wrong with 1c?
Supervisor: The floor is dirty and you didn't empty the trash can.
Won: I forgot. 1I'll do it right now.
Supervisor: 0.K., but get it done fast because ve have a lot more
work to do.
Won: I will!
Substitutions:
have
I want to see you, - I peed to taik to you for a minute.
need
"Wipe these mirrors. Wash the blackboards. Wax the halls. Buff the floors.
Pick up the trash. Vacuum this rug."

Students will think of similar situations.




PRAISE AND CRITICISM ACTIVITY

Cut the following cards out and distribute to students. Pair the

students for a role play; have them think of real life happenings and

engage in them as a group.

118
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& ,
supervisor: You're not

working fast enough.

You'll have to hurry.

—— - ——

Supervisor: The floors
doa't have a nice shine.

Do them again!

e e e e e

Co-Worker: You've been

late so that makes more

These

Supervisor:

bathrooms look really

work for me. Please clean.
be on time.
|
|
Teacher: Thanks for dcing Co-Worker: 1've been

such a nice job. My
blackboards always look

great,

going a lot of work lately.

I need more help from you.

= et et . s S s . = i . bty -

Principal: You forgot to
pick up the trash out in
the parking lot. Take

care of that!

Supervisor: Vou've been
calling in sick too much.

You can't keep doing this.

Co-Worker: We have a lot

of fun working together.

Principal: Everybody tells

me how good our school

Supevisor:
have been complaining to
me that the bathrooms are

Clean them up!

126
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a mess.

looks. Thanks!
Good job!
The teachers Supervisor: You used the

wrong cleanser to clean
the chalkboards in

the rooms.




PARAGRAPH CONSTRUCTION CARDS

This game is played like the sentence construction game in the unit

"Interacting with co-werkers."  Cut the cards out along the dotted
lines. Distribute randomly tc students. A studeat must yvell out an
appropriate beginning s ntence. '"She had a flat tire," is not an

appropriate beginning sentence because we don't know who "she" is.
They must construct a three sentence paragraph that makes sense. As
with the sentences, any combination, .if correctly placed, will be

logical.

123
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KY WAS LATE FOR WORK.

HER BOSS YELLED AT HER.

SHE CRIED.

ASSAM WAS VERY SAD.

SHE HAD . FLAT TIRE.

o= —————

SHE SAID SHE WAS SORRY.

SU-LI RAN ALL THE
WAY TO WORK.

- g

TEE BABY CRIED ALL NIGHT.

SHE WAS TIRED.

KYUNG DIDN'T CALL TO
SAY SHE WOULD BE
LATE.

SHE HAD TO STAY LATE
TO FINISH HER WORK.

122
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READING PASSAGE

A Mistodizn Has Problems

What a day! Kyung had car problems so she was 30 minutes late to
work. She told her supervisor but he didn't say anything. She had more work
to do because the chairs had to be set up in the cafeteria. This afternoon
the students in the school will have a concert. It's not easy to set up 650
chairs and still do ail your regular work.

Before lunch Mr. Thomas, her supervisor, said in an angry voice,

"Did you get the front office vacuumed?" She thought, "How am I going to finish
all this work on time?" But she didn't say that to him. She fold him, "Sorry,
Mr. Thomas, the chairs tock a long time. I'll vacuum the office now."

She had lunch with another custodian, Maria. She and Maria were
becoming friends. She told Maria what had happened that morning. Maria said,
"Don't worry about Mr. Thomas. He knows you're a good worker. You're a great
custodian! Everybody gets in trouble sometimes."

It was about 3:30 - time to go home. Kyung was walking out the door
and Mr. Thomas said, "Be on .ime tomorrow'" Kyung hated being late and she hated
being criticized by her boss. Then she remembered Maria's kind words: "I am a
good worker and I'm a terrific custodian!" When she saw her car in the parking
lot she forgot all about her job. She was going to stop at the gas station anc

get it fixed. "I won't be late tomorrow'"

125




10.

SHORT ANSWER QUESTIONS

Why was it a bad day for Kyung?

1) Did Mr. Thomas notice that she was late?

2) Did he yell at her for veing late?

Was this a regular day at school for Kyung?

Did she have anybody at school to talk to? Who?

How do you think she was feeling at lunch?

How did her friend help her fee! better?

How did Kyung feel when Mr. Thomas said, "Don't be late!"
Do you think Kyung is a good worker? Why?

Was she going to worry about her problems all night?

What was she going to do to make sure she'd be on time the next day?

Discussion Questions

How do you feel when you're criticized by your boss?

Have you ever been criticized by a co-worker?

Do you ever tell another custodian what a good job she's doing?

Do you give and receive compliments at work?

Do you sometimzs have to tell a co-worker that there's a problem between

you? 1Is this difficult?

Related Vocabulary

concert terrific
regular between
becoming notice
trouble yell

criticized
compliments
co-workers

custodian




SCRAMBLED STORY

Cut each word along the dotted lines. Be sure to keep sentences
intact. There is a blank card between each sentence.

Paper clip whole sentences together, but scramble the words first.
Distribute one sentence to each person or to groups of two.
Instruct them to arrange the words into a cohesive sentence.

When the person or group finishes one sentence, have them select
another. They must unscramble all twelve sentences.

When they have unscrambled all the sentences, then they must arrange
the sentences into a logical paragraph.

Students can also write the sentences on the chalkboard or on
newsprint and arrange them in order as a group.

As a creative yriting exercise or a discussion exercise students
can decide what Paul will do next. What will happen? How can he
get the letter back? Have you ever- felt like Paul? What did you
do? What else could Paul do? The problem posing could continue
for quite a while.

125
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THE MAILBOX

Paul is mad.

He has worked for the Acme Trucking Company fifteen years and he has

never been sick a day.

He is hardworking and loyal to the Company.
But when the company has a better job, they don't promote Paul.

Last year they promoted Harvey Boman.

Harvey is a good man and he has worked for the company for a long time.

But this time they promoted Ed Kell.

Paul has worked for Acme for fifteen years but Ed has worked for only five.

Ed has not been a good worker ei.ther.

Paul thinks it just isn't fair.

So he gits down and drinks six cans of beer and writes a letter to the

president.

He mails the lettég but then he suddenly changes his mind.

126
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UNDERSTANDING
PERSONNEL INFORMATION
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Jialogue

Supervisor and new employee:

Bill Johnson:

Van:

Bill Johnson:

Van:

Bill Johnson:

Van:

Bill Johnson:

Van:

Bill Johnson:

Van:

"Hi, Van. Fow's it going?"

"Hi, Bi1l. I just got my first paycheck and I don't
understand all these deductions.”

"Oh. I know the problem' Money was withheld from vour
paycheck for social security (F.I.C.A.), for federal
and state taxes, and for health insurance. See?"

"Yes. But I thought health insurance was a benefit!"

"Well, it is: the company pays for your coverage and
you pay for your family's coverage, but at a reduced

rate."

"I understand now. What about sick leave?"

"Sick leave means you will gtill be paid your salary
when you are sick or injured and can't work."

"I see. Thanks a lot for your help, Bill. I think I
should keep this pay stub for my records. Right?"

"Yes, that's very important, Van. Remember, I'm here
to help you anytime you have questions about your job
or about our personnel policies."

"Thanks again, B.J. You have been a big help. 'Bye."

-
0o
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benefit (n.)

coverage (n.)
deduction (n.)
federal {(a.)

health insurance (n.)

injured (a.)

leave (n.)

paystub (n.)

records (n.)

reduced rate (a. + n.)
salary (n.)

social security (n.)

tax (n.)

withhiold (v.)

personnel (a. + n.)

policy (n.)

— . wm mmp - —— v w—

an advantage to the employee that is not money
(salary).

everything that Jnsurance pays for.
money taken away from the employee's total salary.
having to do with the national governuent.

a plan to help pay for medical, doctor's and hospital
expenses.

when a part of the body is hurt or broken.

time off from work.

the receipt that coumes with the paychezk.
papers or documents with important information.
a lower than normal cost or price.

vage,; money earned for working.

a government sponsored pension plan. All employees
and employers pay money which is returned to the
employee at retirement.

money that everyone pays to cover the costs of
government.

to keep back. Part of an empluyee's salary is kept

(withheld) by the employer to pay for taxes and

insurancc.

(n.) The employees; all the people who work in a
company or office.

(a.) Having to do with the employees.

the way a company or office does things.
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II.

Comprehension

Word Race

Make up sets of index cards with one new word on each of about 10
cards. These should be words students need to recognize and under-

stand, but dcn't necessarily need to write. Give one set to each team:

deductions coverage income
faderal personnel promotion benefits
withheld paystub transfer

Teacher reads a set of statements or questions with a word missing.

- Teams respond by holding up card with the correct missing word. The

first team to dispiay the correct word wins the point.

1) My paycheck has many deductions.

2)  Everyone has to pay federal taxes.

3) 1 want to transfer to a job nearer to my house.

4) It's very important to keep your paystub.

5) Social security payments are withheld from your paycheck.

6) Health insurance and paid vacation time are benefits.

7 I just got married. I néed to change my health insurance covarage.
8) Your supervisor can help you with personnel questions.

9) If I work hard maybé after a year I can get a promotion.

10) A highev income usually means higher taxes, too.




Team Tic-Tac-Toe

SOCIAL

SECURITY PAYCHECK INCOME TAX
HEALTH

INSURANCE PROMOTION BENEFITS
SALARY SICK LEAVE RECORDS

Each team chooses a word from the grid and uses it correctly in a

sentence. A correct use gets an X or 0 in the square. Incorrect

use allows the other team a turn.

Continue until one team gets

three in a row. Change words in the grid as appropriate.

1375
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EXERCISES FOR TEACHING VOCABULARY

Recognition and spelling of new words

Vccabulary Pyramids

Use the new words to fill in the blanks and build a word pyramid.

——— —— — ——
— e — D i —
T Gt —— —— ——  ———— —
s —— — — — —— —— c—
e ——— ———  Sm—— A Vw— — —— a———
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rate
leave
salarwvw
records
“i{thhold
lnsurance

deduztions

ERIC - 118 -
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HORD SEARCH

In the squares are many of your new words. Tuey are spelled forwards,
backwards, and up and down. See how many you can find. Draw <:::>
around them. When you finish, check the 1ist of words on the back.

there are 16 words.
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deductions
personnel
promotion
paystub
benefit
withhold
security

incowe

139
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leave

forms

raise

cover

wage

rate
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Putting new words to work

Cloze Exercise

Fill in the blanks with words to complete the sentences.

Anz [.ad an accident night on her way

from work. She was and had to go

the hospital. She called super-

visor, Mrs. Grant, the morning to tell her what

and o ask for leave. Mrs. Grant

called the office to find out

Ana's insurance benefits. Fortunately Ana's

were in order and she have any problems. She

off work for one

records didn't about
week work next personnel
to was happened sick

last injured her




Ana had an accident last night on her way home from work. She
was injured and had to go to the hospital. She called her supervisor,
Mrs. Grant, the next morning to tell her what happened and to ask for
sick leave. Mrs. Grant called the personnel office to find out abor
Ana's insurance benefits. Fortunat-'y Ana's records were in order and

she didn't have any problems. She was off work for cne week.
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A FEW DAYS LATER THE
COMPANY PRESIDENT CALLED

VAN INTO HIS OFFICE.

IN ONLY SIX MONTHS

HE BECAME A S#” ESMAN.

"WELL," VAN ANSWERED,

"THANKS A LOT, DAD:."

THE PRESIDENT SAID, 'YOU
HAVE BEEN HERE LESS THAN TWO

VEARS, AND ALL YOU CAN SAY
IS 'THANKS'?

VAN SAID, "THANKS."

ONE YEAR T.ATER HE BECAME VICE

PRESIDENT OF THE COMPANY.

Q
THE PRESIDENT SAID, "I WILL
RETIRE NEXT WEEK AND YOU WILL

BECOME THE NEW PRESIDENT."
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IN THE XYZ COMPANY.
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RESOURCES UTTLYIZATTON CHART

HAKING REPORTING WNDERSTANDING RECEIVING TAKING INTERACTING
PHQIE CALLS MERGENCIES FOLICIES CRITICISN DIRECTIGNS WITH QOWORKG:RS
o & Ch ) (Forms) ch S Ch 9
Survival English Ch 10 Ch 9 (Forus)
Base I S O 1 (Forws) Ch &
Beyond the Claseroon Topic 1, Part 4§ Topic &
Bagse 2 \ Chl
English chat Worka } Units 4 4 S
Engiici chat Works 2 Uate 3 Unie 2
' .
— Speaking up ac Work Unte 2, Sect 1 Ungc &, Unie S, Sect 1| Untt 2, Sect 2°| Unic 3, Sect 1 & 2
‘\‘" * Horking on Sect 2 &3 &3 Unft 4, Secet 1,Unfc §
! Coapleto
Let's Work safely Text
Locations ¢
Dizrectione Liatenting Activities
Talkativitics Map Directions
1AEEFS
Coaplate Toxt Conpleta Text
Back & Porth
[
Forms in Your Life
English Spoken Here
(Life in the Unfted Strtuc) Unfe 4 Uniet 3, S Unit 3 Unfc 3,4,5
Don't Cet Fired Unfe 2 Unte 3 Unic 8 Untc 4 Unic 10
. 140
145

ERIC

Aruitoxt provided by Eic:




SUPPLEMENTARY INSTRUCTIONAL MATERIALS

Barndt, " :borah, Ferne Cristall, ard dian marino. 1982. Getting there: Producing
photostories with immigrant women. Toronto: Between the Lines.

Bell, Jill. 1981. Levi Strauss: English in the workplace. Toronto: Levi Strauss.

Zoyd, John R. and Mary Ann. Connections. Communjcative Listening and Speaking
Activities. WNew York, NY: Regents Pub. Co., 1981.

British Columbia Ministry of Education. 1982. English for work. Vancouver: B.C.
Ministry of Education.

Cathcart, Ruth and Michael Strong. Bevond the Classroom. Rowley, Mass:
Newbury House, 1983.

Centre for Labour Studies. The occupational health and safetv act, 1978: Questions
and answers. Toronto: Humber College.

Darden, James R., et al. Virginia Beach City Public Schools, Classified
Personnel Adult Basic Education Program, Final Report, Virginia Beach, VA,
1986.

Cooley, Norman and Christel Nierobisch. 1981. Developing and implementing
English language training in the workplace. Vancouver: B.C. Ministry o:
Education.

Q Dresner, Joanne and Beck, Kenneth, et al. 1it's Up to You. New York, NY:
Longman, Inc., 1980.

English at the Workplace Task Force. 1979. Curriculum for working language skills.
Toronto: Center for Labour Studies, Humber College.

Evans, J. and P.Moon. 1982. Literacy in the workplace. Toronto: Industrial Accident
Prevention Association.

Friedenberg, Joan E. and Bradley, Curtis H. Finding a Job in the United States.
Lincolnwood, IL: Passport Books, 1986.

Graham, Carolyn, Jazz Chants, New York, NY: Oxford University Press, 1978.

Hall, Eugene J. English at work. Chicago, IL: Science Research Associates,
Inc., 1981.

Laird, Elizabeth. 1877. Introduction to functional language training in the workplace:
Training Munual for teaching staff. Southall: NCILT.

Liebowitz, Dorothy Gabel. Practical Vocabulary Builder. Lincolnwood, IL:
Naticnal Textbook Co., 1984,

Lozano, Francisco and Jane Sturtevant. Life Styles. New York, NY: Longman,
1981.
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Molinsky, Stevem J. axd Bilss, Bill. Side bv Side, Book 1. Englewood Cliffs, NJ:
Prentice~Hall, Inc., 1980.

Molinsky, Steven J. and Bliss, Bill. Side bv Sice, Book 2. Englewood Cliffs, NY:
Prentice-Hall, Inc., 1981.

Mosteller, Lee and Paul, Bobbi. Survival English Through Conversations. Englewood
Cliffs, NJ: Prentice-Hall, Inc., 1985.

Mrowicki, Linda and Furnborough, Peter. A New Start. Portsmouth, New Hampshire:
Heinemann Educational Books, 1982.

NCILT. 1983. Ethnographic interviewing. Southall

Paimer, Adrian S. and Rodgers, Theodore A., et al. Back & Forth. Haywood, CA:
Alemany Press, 1985.

Prince, David W. and Gage, Julia Lakey. Your First Job - Putting Your English to
Work. Englewood Cliffs, NJ: Prentice-Hall, Inc., 1986.

Schinke~Llano, Linda. Advanced Vocabulary Games. Lincolnwood, IL: National
Textbook Co., 1985

Schinke~Llano, Linda. Vocabulary Games: for Intermediate Language Learners.
Lincolnwood, IL: National Textbook Co., 1979.

Taylor, Marcia E. Oriercation in Business English. Silver Spring, MD: Institute
of Modern Launguages, 1973.

Thomas, Barb and Charles Novogrodsky. 1983. Combatting racism in the workplace.
Toronto: Cross Cultural Communicatinn Centre.

Wallerstein, Nina. 198§3. Language and culture in conflict. Reading: Addison-
Wesley.

Walsh, Robert E. Basie Adult Survival English, Part 1. Englewood Cliffs, NJ.:
Prentice-Hall, Inc., 1984,

Walsh, Robert E. Basic Adult Survival English, Part 2. Englewood Cliffs, NJ.:
Prentice-Hall, Inc. 1984.

Weinstein, Nina. Whaddaya Say? Englewood Cliffs, NJ: Prentice~Hall, Inc. 1982.

Winn-Bell Olsen. Judy E. Communication - Starters. San Francisco, CA: Alemany
Press, 1977.

Yates, Valerie, Elisa Christmas, and Pe.er Wilson. 1982. Cross Cultural Training.
Southall: NCILT.

Yorkey, Richard. Springboards - Interacting in English. Reading, Mass: Addison-
Wesley Pub., Co., 1984.




VESL RESOURCES

. Bibliography of ESL/Bilingual and Emplovment /Vocational Materials
for Indochinese. McLean, VA: Resource Consultants, Inc., 1980.

Center for Applied Linguistiecs. From the Classroom to the Workplace: Teaching
ESL to Adults. Washington, D.C.: Center for Applied Linguis-ies, 1983.

Friedenberg, Joan E. and Bradley, Curtis H. The Vocational ESL Handbook.
Rowley, Mass: Newbury House Pub., 1984,

Merker, Roberts. VESL for Job Search. San Diego County Department of Social
Services, 1985.

Mrowicki, Linda. Develeping a Job Club Curriculum. Arlington Heights, IL:
Northwest Educational Cooperative, 1983.

Mrowicki, Linda. Developing VESL Materials for the Job-Site. Arlington Heights,
IL: Northwest Educational Cooperative, 1983.

Orange County Public Schools. A Handbook of the Job-Site English Project,
1985-86.

. Vocational English Language Training, Resource Package, US Dept. of
Health and Human Services, Office of Refugee Resettlement, 1985.

Warden, Susan. language Training in the Workplace. Resource List for ESL/
Workplace Classes. Toronto, Ontario: Ministry of Citizenship and Culture,
1982.

W-B Olsen, Roger E. American Business Encounters. Hayward, CA: The Alemany
Press, 1981.

Wilde, Cindy. Vocational English as a Second Language. A Partner »ip with
Industry. Sunnyvale, CA: Tremont Union P+ 2h School District.
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ANNOTATED TEXTS

Anema, Durlynn. Don’t Get Fired! Havward, CA: Janus Book Pub., 1978.

This is an excellent text for the student who has intermediate level reading
skills. It consists of interesting and informative stories about individuals
in basiec vocations, followed by useful comprehension activities. The
situations cover cultural aspects such as the importance of being on time,

accepting cri.icism wisely, leaving personal problems at home and following
directions.

Breyer, Pamela. Grammarwork - English Exercises in Context, Books l-4., New York:
Regen*s Publishing Co., Inc., 1984.

A graded series providing written exercises for manipulation c¢f a grammar
structure in a contextual setting. Each exercise is self-contained, enabling
the teacher to pick and choose the exercises appropriate to the lesson or to
the needs of the student.

Jupp, T.C. anc Hod’.n, S. Industrial English. Lord~n: Heinemann Educational
Books Ltd, 1975.

Explores what is j--rolved in constructing a functional language course in elem-
entary English both in principle and practice. It provides 200 teaching
items which demonstrate the functional approach, and which can be adapted and

expanded to meet new situations. An excellent resource for the teacher in an
EWP program,

Messec, Jerry L. and Kravich, Roger E. English Spoken Here (Series): Getting
Stavted; Consumer Informat<on; Health and Safety; Life in the United States:
with accompanying exercise books. New York: Cambridge Book Co., 1982.

An integrated series designed for aural/oral language proficiency using
competency~based 2 d functional contexts for the beginning to intermediate

studenc. Many units apply to EWP, such as "Going to Work (Unit 5 in Getting Started)

Who's in Charge" (Unit 1 in Life in the United States), '""Keep up the Good Work"
(Unit 3 in Life in the United States). Others develop the studen:'s social
interaction skills. The workbooks provide t.e opportunity for writing
re-inforcement.

Mrowicki, Linda. Let's Work Safely! Palatine, IL: Linmore Pub., Inc., 1984.

A text that provides high beginning and intermediate English as a Second
Language students with the nexessary language and safety concepts to function
safely at work or in the vocational training class. It covers general safety
torics, safety clothing, safety procedures, working conditions, and accidents.
Contains excellent illustrations and appropr.dte exercises in an easily
readable format.

Robinson, Catherine and Rowenkamp, Jeiise. Speaking Up at Work. New York, NY:
Oxford U. Press, 1985.

Many relevant work topics are presented in a clear, easy to nnderstand format
accompanied by excellent illustrations. The sections on following directions,
reading a floor plan, understanding time schedules and paychecks, learning
about personnel benefits and a basic introduction to tax forms were very

applicable to our students' lives on the JObISO
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Savage, K. Lynn and How, Mamie, et al. English That Works - ICE-VESL, Books 1 and

2.

Glenview, IL: Scott, Foresman and Co., 1982.

These two texts present skills necessary for the pre and active vocational
student. Book lhas an in~depth unit on perscnal identification, map reading,
time schedules and the interview. Book 2 presents comprehensive activities
related to compiling work experience, interpreting bus and train schedules,
safety information and reading want ads. Our beginner students founq the
personal. information section beneficial and the instructor found the
structural patterns presented in a vocational context effective.
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ANNOTATED RESQURCES

Center for Applied Linguistics. Needs Assessment in ESL. Language in Education:
Theory and Practice, No. 41. ERIC, ED 208679, FLO12597

In recent years, many schools, churches, sycial groups, and corporations have
found it desirable to implement programs designed to improve the English com-
municative abilities of their employees. students, or clients. This report
attempts to provide these institutions with a general picture of the ESL
situation today and to suggest ways in which they might sensibly assess and
respond to the functional, sociocultural, and educational needs of their
English speaking members. Two different types of communities of seccnd
language speakers are identified. One is the relatively stable, permanent
community whose members need to function with near-native proficiency in
English. The other is transitory and temporary and their language needs will
vary depending on the domains in which they operate. For the former group,
educational needs may take precedence while for the lacter group sociocultural
and functionezl requirem ents are preeminent. Topics reviewed include:

(1) the needs assessment process including the identification of language-
minority communities, determining community goals, and determining the extent
of needs; and (2) characteristic assessment practices of some specific
communities including public schools, colleges and universities, junior/
community colleges, cc~porate programs, and adult basic education programs. (JK)

e Center for Applied Linguistics. Working in the United States. Englewend Clitfs, NJ:
Prentice~-Kall, Inc., 1986.

A video tape and accompanying set of three student workbooks designed to give
students practice in dealing with linguistic and cultural di’ferences that they
may find as they start work in the United States. Each workbook segment contains
four parts: preview, viewing, postview, and applications. The twelve segments
are:

“A Typical Day on the Job"

"Following Directions"

"Asking for Clarification"

""Making Small Talk"

"Providing Feedback"

"Reporting Progress and Problems"

"Responding to Interruption and Criticism"

"Workplace Forms, Diagrams, and Time Clocks"

"Greetings and Farewells"

"Requesting Permission and Apologizing for Mistakes"

"Requescing and Offering Assistance"

"Safety on the Job"

Presents a broad range of occupa.ions and functions. )
Can be a useful supplement. 3
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Wilde, Cindy. Vocational English as a Second Language: A Partnership with Industrv.
ERIC ED 241804, CE 800037

This monograph offers a process model developed by the Fremont Union High School
District (California) ‘or the implementation of Voecational English as a Second
Language (VESL) at industry sites for minority employees who have limited

English proficiency and are unable to continue classes in a traditional manner.

The following areas are covered: (1) employing a project director tc coordinate
planning between education and industry: (2) finding companies with a large

number of limited English proficiency (LEP) employees and a philosophv favorable

to VESL; (3) understanding how the industry system c.erates; (%) making initial
contacts with industry: (5) identifying, develeping, and adopting suitable curriculum
(6) training supervisors of LEP; (7) considering logistics such as suitable classrooms
length of course, incentives, transportation and student recruitment; (3) dealiug

with paperwork; (9) preparing teachers; (10) evaluating the program and student
prograss; (11) determining costs; and (12) finding funding alternatives.

Infornition is giver on establishing an advisory committee of industry representa-
tives, educators, and students.
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Uusvonpg Hsuntiuiod pus ynpy fo 3s1{fg
sjocyag stignd hqune] xuvfiiog

Training has been successful for all levels of
employees from entry [evel to top managers in

banking

hotel services

jood services
manufacturing
maintenance services
government

L S A

For more information cull
Elaine Baush
893-1093




* Do your limited English proficient (LEP) empioyees say "yes"

when they mean "no?"
» Can you understand them when they speak to you?
* Do they rely on interpreters?

Do they do things incorrectly after you have given them proper
instructions?

Do they misundesstand customesr's or client's requests?

1s there @ communication barrier?

English in the Workplace can be the answer

Fairfax County Public Schools' Office of Adult and
Community Education can bring job-specific English as a
secorud [anguage training to your workers

classes conducted at the worksite at employer's convenience
* course content tailored to employers and employess need

employers, employee, and i ustructor collaborate on course
design, needs assessment, and evaluation of progress

practical, everyday Spoken English
concurrent training for supervisors of LEP employees

observable, immediate results: improved pronuncation, improved
client, guest satisfaction, more productive workers

*  individual and group instruction

certified teachers with many years experience
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CULTURAL COAT OF ARMS

Symbolize an element of dress or clothing you have or admire that represents

your culture.

Symbolize a favorite food that is part of your cultural identity.

Symbolize or summarize in a phrase your cultural group's greatest

accomplishment.

Symbolize or describe an artifact of your culture you have at home or

in your office.

Summarize in a phrase a social pattern or generalized cultural value

that is reflected in your personal style.
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Talk about the following questions within your group and record some of the

CULTURAL COAT OF ARMS
QUESTIONS

comments/observations ynu make.

I. What part of the cultural coat of arms did you find the most difficult?

What questions came into your mind as you were doing the coat of arms?

Identify the primary cultures (American/Chinese/Italian/Greek/etc) which you
chose and then identify any subcultures (single /married/women /men/Texan/etc.)

which you included as a part of your cultural coat of arms.

Did you mix symbols for primary cultures and subcultures?

What time frame did you use symbols from~~past, present, future?

What other comments or observations do you have after reviewing the
cultural coat of arms?
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Culture Shock and Cultural Adjustment
Interview
Instructions: Interview someone who was born in another country and has
moved to the United States within the last five years. Spend
about twenty minutes discussing the questions outlined below.
These questions are intended to be used as conversation starters
and guidelines; feel free to vary the format of the interview.
It is important that you ask questions and not give someone
this sheet to £ill ocut.

1.  What happened on your first day in the United States?

2. Describe your first experiences with:

a. food in this country

b. housing in this country

c. ctransportation in this country

d. shopping ir this country

e. employment in this country

f. parties/making friends in this county

3. What unexpected, surprising, or unusual things have you learned about
life in this country?

4. In what ways is i1.7e in t' = country different than life in your country?
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REACTION FROM INTERVIEW

What was your first reaction to doing an interview?

Was it sy or difficult to find someone to interview? How did vou select
your subject?

How did the interview prograss?
Were there lapses of silence?
How did you react during the periods of silence?

How did you decide when to wait for the person you interviewed to talk
and when to move on?

How did the person you interviewed feel about being interviewed?

Did the interview questions work well as conversation starters?

What did you find out that you hadn’t anticipated?

In general, what feelings did your subject have about life in the United
States?

How did you f eel when you were finished with your interview?
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- P Department of Staff Development. Planning. and Evaluation
FAIRFAX COUNTY Office of Planning anc Qrganizaticnai Development
PUBLIC SCHOOCLS Walnut Hill Center

7423 Camp Alger Avenue
“alls Church, Virginia 22042

COMMUNICATIONS SKILLS CLASSES FOR SHPPORT SERVICES PERSORNEL

Do YOU NEED TO IMPROVE YOUR READING, WRITING, AND MATH SKILLS?
Do YOU NEED TO IMPROVE YOUR ABILITY 7O SPEAK, READ, AND WRITE ENGLISH?
Do YOU WANT TO PREPARE FOR THE GED TEST?

CLAsSES BEGIN JANuaRY 23, 19%7,
ContacT DoLLy Weeran orR JANE Cruz (893-1090) ForR MORE INFORMATION,

ésmﬁan‘mﬁé&mm e m%k
Nnmsmma‘awm IO WAL 1Sy Shile
%”“Ls WY@ THerey ke

A2 33 sk

énm%ammramm"'\ SR o rt:m's o A3y S A et gy
% meL‘ﬁtﬂixamnbkauru'e aﬁ A2 T Iy Y 1587
3 AT Srem: REAOIR Ay ;é,?,\ Azt Lol cume Neuven G awe auz

Vi XY FP3-loye . gP3-40F3

19 Jar e Cruz (893-1093)U Nawon Kousew
(462-4330) 9 »

7 LdP ANH NGU DAC BIET CHO NHAW VIEN NHA HOC CHANH VA CAC TRUO\IG CONG m\P
TRONG OUAN FAIRFAX:

* Giup cac ban trau dd1 kha nang noi hiéu doc va viet: Anh ngu
* Khal gidng ngdy 23 thdng | ndm 1437

Muon biet: thém chi t:iet:, xin dién thozi ong Cu‘d.ng hay bz Jane Cruz sd
893-1093 hoéc 897--1090.

' , . s A . 7/ . ré
CNecesita mejorar su comunicacion en ingles? Clases de inglés para

empleados de servicics de apoyo empiezan el 23 de elnero |4987. Para
mas informacidn, 1l4me a Jane Cruz o a Veronica Wilson a 893-1090 o

893-1093.
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Lf-nfij Department of Career and Resource Deveiopment Services
FAIRFAX COUNTY Oftfice of Adult and Comm unity Education
PUBLIC SCHOOQOLS 7510 Lisle Avenue

Fails Church. Virginia 22043

[=ar Supervisor,

We offer a Communications Skills Class through the Office of Planning
and Organizational Development. Your employee(s) have registered for
the English as a Second Language course. In order to better m-at the
needs of your limited English proficient employeses, we are ccnducting
this survey. Please mark all the areas and/or situations where you
experience the most difficulties. Thank you for your time.

1. which languge skills are necessary for the rerformance of the
employees job?

a. 1l. _ening (understanding instructions, etc)
b. speaking (asking for assistance, etc)
C. reading (reading labels, etc)

d. writing (writing reports, messages, etc)

2. Which skill is the most important?

3. Where do your employees need the most improvement?
&. speaking on the telephone
b. writing reports —
¢. understanding directions
d. speaking to supervisors
€. interacting with co-workers
f. carrying out insi -~uctions correctly
g. asking for clarification instead of saying "yes"
h. phoning in when sick or late

i. coming to you with proble. ;

j. asking for permission to do somnething

K. reporting accidents

&) Wi
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Page 2

1. understanding company pclicies

m. understanding evaluations

n. responding to criticism or praise

0. speaking clearly and distinctly

p. using approdriate gestures and responses

q. reporting health/family problems

r. other:

4. What is the level of English proficiency of your employees?
low
middle
high

5. How many limited English proficient employees do you supervise?

We appreciate your interest in our program.

Yours truly,

</30\N\0 O\}'s
Jane Cruz

Coordinator
English in the Workplace

1RE
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STUDENT NEEDS ASSESSMENT

Never ' Some- Often ‘Alwayﬁ

1. To do your job, do you times ‘ |
have to communicate with i I l :

| ; ——

a supervisor? | |

a co~worker?

students?

|
t
an assistant supervisor? ?
T
{

teachers?

the principal?

2. When you ccmmunicate, do
you speak to the following
people?

your supervisor?

+-

a co~worker?

students?

teachers?

tne principal?

3. Do you need to Write anything
to the following people?

your supervisor?

170
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a co-worker?
{eachers?

the principal?

4. To do your job, do you have
to read

memos?
labels?
directions?
notices?
schedules?

signs?

evaluations?
maps?
vouchers?
receipts?

invertories?

Qo
Rl

K
| Hﬂﬁwﬂﬁ

o

Never
1

|
b

Some-
times

Often

: Always

!
i

-

|
|
|

|
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2 Purpcse of the Test:
Assessment and Monitoring

Adults of limited-English speaking ability who wish
to participate in bilingual vocational training programs
have various levels of proficiency in English. Some
may speak no English 22 all. Qithers may be able to
follow simple directionsin English but cannot respond
in English. Some inay be able to understand and pro-
duce the basic structures and vo:abulary of the
English language but cannot process the more-technical
language required in the vocational setting. When
such persons enroll in a bilingual vocational training
p rogram, some estimate of their level of English-
speaking ability must be made in order to provide them
with appropriate instruction and to determine the
amount of improvement in English achieved during
the training period.

Currently there are no adequate tests available that
allow project directors or instructors to plan for the
instructional needs of persons of limited-English-
speaking ability. Although instruments have been
developed to determine the level of English proficiency
of children, these tests are not appropriate for an
adult population. Furthermore, most of the English-
proficiency tests developed for adults were designed
*0 test the language required for college and university
work. There is, then, a need for a test appropriate
to aduits who wish to participate in a vocational

training program.

The BVOPT has a dual purpose:

© to screen people for enrollment in a bilingual
vocational training program, and

@ to determine the gaint in English proficiency
achieved during the training period.

Though designed specifically for one kind of program
- bilinguai vocational training - this Test would be
appropriate for any program whose students are
adults, limited speakers of English, and involved in
learning either vocationa: or life skills. Manpower
programs, adult basic education programs, continuing-
educatiun programs, and special education programs
of many kinds may use the BVOPT for the purpose
of adapting instruction to the special needs of the
limited speaker of English.
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WRITING SAMPLE PRE-TEST
ENGLISH IN THE WORKPLACE
Location - . i Nme |
i
Date '
|

Choose one of the following to write about. Circle your choice; write as
much as you can. Do not use a dictionary. Do not let anyone help you. 1If
you leave the room, give the teacher your paper.

. Describe your job
2. Tell about your sepervisor

3. Write about your country

|
\ El{lC - 15074
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SRETING SAMPLE
ENCLISH TN IHE WORKPLACE

location . Name

Dace

Choose one of the foliowing to write about. Circle vour choice; write as much
48 you can. Do not use a dictionarv. Do not let anyone help vou. If vou leave
th2 rvom, give the teacher your paper.

l. What [ learned in this class
2. Whv taking English classes is important
3. What I d¢ in my job

A

4. An accomplishment I am proud of

— o —

2
S

EWP B-1 19
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OFFICE OF PLANNING AND ORGANIZATIONAL DEVELCPMENT
Walnut Hill Center

COMMUNICATIONS SKILLS CLASSES - SPRING 1987

INFORMATION FOR INSTRUCTORS

In an effort to clarify the O0Office of Planning and
Organizational Development (OPOD) requirements for the
Communications Skills Classes, the following information is
provided for instructors. All forms you will need are included
in this packet as well as school courier (pony) envelopes for
your use. Completed forms/lists/reports are to be sent to Mary
Lee Herzing, OPOD, Walnut Hill Center in the school courier
(pony). For any additional information, contact Mrs. Herzing
at 698-0400.

1. CLASS LISTS

Two copies of the class list including all registrations
received by the Office of Planning and Organizational
Development are included. Please update the 1list as
necessary and return one to OPOD, Walnut Hill Center, after
the third class meeting (January 28, 1987). It is important
that OPOD records be up-to-date at all times. Copies of the
student registration forms are also attached.

Each student who has not Previously registered (not on class
list), must complete a registration form, have it signed by
his/her principal/program manager, and returned to OPOD

immediately.

2. RELEASE OF INFORMATION FORMS

Each student is to sign a Release of Inforination Form at the
first class meeting. They are to be returned to OPOD
immediately.

3. ATTENDANCE REPORTS

Because employees are being given released time to attend
class, it is important that their principals/program
managers be informed on a regular basis regarding their
attendance. Submit a Communications Skills Class Attendance
Record form ts5 OPOD on a monthly basis.

4. PROGRESS REPORTS

At the ead of the session (April 29, 1987), a progress
report must be completed for each student and sanc directly
to OPOD.




COMMUNICATIORS SKIYLLS CLAS3
RELEASE OF IRFORMATION

I authorize the Office of Adult and Community Education to release information
regarding my attendance and progress in the Communicatiors Skills class for
support services employees to the Office of Planning and Organizational
Development and to the principal/program manager of the departmant/office/
school to which I am assigned. o

Signature Date

Posesh
Yy
~
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Class:

COMMUNICATION SKILLS CLASS ATTENDANCE RECORD*

STUDERT RAKE

Month:

DATE OF CLASS

TOTAL
BOURS

ﬂ

——d

i1.

12,

13.

14.

15, u__—

Abgence Key: AL - Annual Leav:
S - Sick Leave

1P?C} W ~ Work-Related Absence

turn to the Office of Planning and Organizational Development, Walnut Hill Center, at the end of each month.




COMMUNLCATIORS SXILLS CLASSES

EEGISTRATION PORM

Class: (check one) English as a Second Language (ESL) Bagsic Skills

Bamas Social Security Number:

Work Locaticm:

Tolephone Humber: (work) (home)
Address:
Did you finish high school? (yes) (no)

Language spcken at homas

Location: Check location mogt convenient to your work site:

Franklin Intermediate School, (3300 Lees Corner Rd., Chantilly)

Pimmit Hills Center (7510 Lisle Ave., Palls Church)

Robinson Secondsry School (5035 Sideburn Bd., Feirfax) (basic skills oaly)
Twain Iatermediate Center (4700 Pranconia Rd., Alexandria)

Woodson High School (9525 Main St., Fairfax) (ESL only)

\tes: Monday, Wednesday, and Friday - January 23 through April 29, 1987
(There will be no classes on- February 16 and April 13, 15, and 17.)

Time: 2:15 - 4:15 p.m, st Pimmit Hills Center and Robinson Secondary,
Ivein Intermediste, and Woodson High Schools
2:30 - 4:30 p.m. at Pranklin Intermediate School

Tuitions Tuition will bhe Paid by the Office of Planning and Organizational
Devalopment in accordance wvith Regulation 4032 and will count as an
employee's ¥Y 1987 tuition aesistance eligibility.

EECOMMERDATION: 1T support the enrollment of the above-named employee in the
ConmunicatiLas Sk'ile Clazs, and I understand that some relesse
time will be Qecesgary. I have informed (.. employee that
attendance will be taken at each class, that abgencas will be
raported 5 me, and that I will be informed regularly concerning
his/her progress.

Siznature of Principal/Program Manager

PETURH THIS BICISTRATION 707 BY JANUARY 9, 1987, TO:

Mary Lee Herzing
Office of Planning and Ozganizational Development
Walnut Ei .l Cencar 16,
i
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English as s Second Language Comsunications Skills Class

Progress Report for Session (Season/Year)

Student's Nanme

Date of Enrcllment

Work Location

Class Location

Teacher's Name

Date ¢f Termination

Reason for Termination

Attendance
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m&‘mﬁu Department of Career and Resource Development Serv.ces
Oftice of Adult and Commun:ty Education
BUBLIC SCROOLS 7510 Lisie Avenue

Falls Churen, Viegimia 22043

Dear Supervisor,

recently completed a hour course in
Communication Skills/English as a Second Language. In order to evaluate
our program and curriculum and to improve them for next year, we would
like feedback fron you concerning the progress and/or improvement of
your employee. Thank you for your time.

Did the course help the erployee in the following areas:

Yes/No Comment
1. Understanding verbal instructions
2. Asking for clarification

3. Understanding written instructions

4. Communicating in English

5. Us.ng telephone skills

6. Reporting accidents

7. Understanding safety procedures
8. Interactirg with co-workers

9. Receiving/understanding criticism
10. Receiving/understanding praise
11. Self-confidence

12. Interest in work

13. Pronunciation

14. Other

184
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Page 2
On a scale of 1 to 5, 1 being the lowest, please answer the following:

1. Were you satisfied with the training your employee received.

1 2 3 4 5

2. Was the trainirg course valuable to the employee?
1 2 3 4 5
3. Should the Comunications 3ikills Class be offered by the Office
of Planning ancl Organizational Development again next year?

1 : 3 4 5

What recommendations would you have for the next Communi~ations
Skills Class?

Thank you for your time and support. We have enjoyed working with

your employees over the past year and look forward to a productive
new school year.

Yours truly,

f\‘}vw’ th/b

Jane Cruz
Coordinator
English in the Workplace




STUDENT EVALUATICN

Check all answers that are true for you.

1. I learned to speak better English
to my supervisor.

to my co-workers.

oo PO my friends.

on the telephone.

at the clinic.

at the grocery store.

2. I can now use English

to ask for help.

e to ask ftor directions.
to give instructions.

to explain a problem.

3. I understand better

when my supervisor speaks to me.
when my co-workers ask me questions.

vhen I hear an announcement.

4. I learned to re=zd
memros
signs

QEED labels

directions

[
X
3
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when my supervisor tells me to do something.

when I talk to my friends in the lunch room.




notices

inventories

evaluations
schedules
maps
vouchers

receipts

5. I learned to write
memos

notes
information on forms
about my job

to request a transfer or promction

9 6. I would like to

continue classes at work.
go to English classes outside of work.
__ stop going to English classes.
7. What did you like most about the class?

8. Do you think you English is better now?

9. Do you feel more comfortable at work?
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ACKHOWLEDGMENTS

The Comsunicetions Skills classes are offered by the Office of Plenning

and Orgenizational Davelopment in cooperaticn with the Offico of Adult
and Community Education.

Our sincere apprecia..on goes to the following teachors snd their
voluntesr assistants:

RECOGNITION CEREMONY

Location lustrustors Yolunteer Assistants
Basie Skills
Franklin interwediste School Ruth lLse Hary Donovan
Donna Sewell
Plemit FHillo Cent. -~ Batta His le Rose loefflsc
Robineon Secondary School Hacy Pimbs} Katihwwryn Brooks
Angsls Riadel Ann Gunderson

atn Itermdite sk ton Bt _ Communications Skills
Program

English as a Second Language

Plemit Hille Centar Robin Schrage George Tymorak
Vs Yates

Tvain Intermediste School Loslis Heaver Alice Godwin
Carol Hillar
Luells Murri
Elizabath Raines
Sue Saith

Hoodson High School Karan Barger

Laueio Chereack Fairfax High Schoal
May 20, 1987

Fairfax County Public Schools 2:30-4:00 p.m. |
@1 R gepm'tmem of Staft Development ) lanning, ond Bvaluation - | 160
I

E KC Office of Plonning and Organizotional Development
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‘I986-87 CLASS PARTICIPANTS

Basic Skills

FRAMILIM INYERCEDIATE SCMOOL

Yvonse Austis
Arnolé B:iaber
Linda Butisr
Has NcTegue
Thelss Naila
Lols Plece
Irane Vaughz
Sachars ¥Wanzar
*Hichasl Willioas

POMIT RILiS CENYER

Batty Doraldaca
Brisa Yeaperman
*Linda Leasdown
Hadel Larco
Raxrison Naason
*gdith McCray
83e7ge Hucino
*Thooae Spriggs
“Gladye Sutton

ROBINION SZCONDARY SCNOOL

Annette Adkins
Rehact Alles
Rchert Caldusll
SAlbart Carliale
Bettis Culbraath
*Yesley Dingea
Deray Mall
*Randsll Mulling
*Vieginia Plazce
*Alvin Stusct
*Rdward Thorne
Thoass Thornton
Robert Valanting
*Barbara Washington
Carlasa Wedd

TUAIN INTENHEDIATE SCBOOL

Chom Soon Choi
*Linda Curtie
*Thurwen Ryman
Thomas Jackaon
Marie Joneo
Young Soon Kim
*Marths Lartos
*Avelyn Hejia
*Wailace Odan
*Young Therp
Orank Walker
Pattl Vong

SAttsndad both 7411 198¢

FRIC 197

Aruitoxt provided by Eic:

N

English as a Second Language

PIMMIY RILLE CaMTER

“Glong Cae

Mary Carpis
®Xyong Sun Chang
Joae Chavex
Thuy Deng

tLida Dias
Diago Igarsa
1aabel Jovel
Tung Keng
*8yung Kia

Song Kie

*Hee Bun Kia
Sang lee

Jorge Mayac!
NHacrla Mayscd
Jurga Mucino
*acis 3anches
Nao Scn
*Roxanna Tanches
Lam Vu

TUAIN INTERKEDIATR SCHOOL

Syoung Asch
%30k Chi Chsng
300 Yon Chinm
*Z11 Ung Chong

Linds Giron
*Rai Ja Mwang
*Yons Cha Kia
¥ok Cha Fippen
Jolsnts Popov
Kearsinir Popov
Harv Sovereign
Nsuyst Tcan

WOOUSOH BIGE $CRO0L,
Cla

Clagp |
*Lyung Ae Chang
Kyu When Cho
*puban Colon
ABvalio Carrido
$¥on Soan Hyun
“Dong Kia
Hee Chs Xia
Hve Ju Kia
ye In Les
Soon Jas Kie
2Rosa Narvaeg
Hinh Nguyen
SKhanh Gis Ong
*Aura Marins Rodriquer
Hyun Ho Shin
*{ong Ki1 Shin
Moon Suk Son

and epring 1987 classcs.

Octavio Alfaro
Dulce Alvares
Macis Chavas

Nak

Faraando Gal indes
Hacia Galtndo
Koises Giron

Jose Nermandes
Ok liyum Kim

*Hia Tok Kie
*Yung Xwon

3eung Lee
“Viegtnis Martioms
“Acrouns Mounkhaty
Mahin Moshan
*Trancita Mativd
Tot Nguyea
Jasain Ohanisn
S0k Park

Maclon Pineds
Jose Antoaio Ranires
Luls Rodriques
Soon Ja Shina
Rai o Van
*Macgarita Vargas
Kun Js Yoon

Walcome:

Greatings:

Students' Remarke:

Entartainsant:

Prasentation of
Certificatos:

PROGRAM ]

Dolorss Bohen

Assistant Suparintsndent
Staff Devalopment, Planaing, and Evelustion

Robert R. Spillans

Diviston Supsrintendent

Linds Lgnedown

Ravensworth Blemsntary School

Ssung isa

Fairfax High School

Alvin Stusrt

Kings Parks Rlementsry School

Pimmit Hille Chorsl Group

America ths Beautiful
Auld Lang Syne

Sylvis Auton

Dirasctor
Plenning and Organizational Developeent

Kenneth R. Plum

Director
Adult and Community Educstion

Planning and Organizational Development

Sylvia Auton
Director

Mary Los Herzing
Program Coordinstor
Adult and Cominunity Education

Kenneth Plum
Director

Elaine Baush, Jane Cruz, and Dolly Whelan
Prograr Coordinators
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